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eForm Action Types

Human Resources

Contract Additions and Changes

• Use this form to add the 9/1 to 5/31 contract for new 

Tenure Hires



Initiate New eForm Request

Human Resources

On the Initiate New eForm 

Request page, click on 

Contract Additions and 

Changes from the 

dropdown box



Human Resources

In the Justification box, 

explain the purpose of the 

request



Human Resources

Type in the Empl ID for an 

existing employee



Human Resources

The Effective Date will 

default to the current date, 

change it to match the 

contract Start Date.



Human Resources

Enter the 9 Month Academic 

Rate

Choose the Pay Type:

Faculty 9/9 (Default)

Faculty 9/12 (salary spread)



Faculty Pay Types

• Faculty 9/12
• Salary paid in 12 equal monthly payments

• Faculty 9/9
• Salary is paid over a 9 month period

• Default pay type for new faculty hires

Human Resources
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Enter the Contract Start and End 

Date
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Check the Renewal Indic box and 

enter 99 in the Renewal Count. 

This will ensure your contract auto-

renew from year to year
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Update the Proposed 

Funding section, if necessary



Human Resources

Click the Save button

This has to be done prior to 

adding attachments or 

comments



Human Resources

click Add/Delete to 

add Attachments

Click the Add/Edit button to add 

form Comments.

All comments will be visible to 

everyone in the approval chain



Human Resources

Click the Submit form to forward 

the request for approval


